Creating a Contract & Agreement Report by Contract #

Loginto BRIO asyou normally would
Select “ Other Reports’
Select Contract/Agreement Summary Report by Contrac
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Select the Fund(s) from which you wish to retrieve data
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You can either input a specific Vendor Code or select “Ignore” for al codes for the Funds
from which you wish to retrieve data

Limit: ¥Yendor Code
Select the Wendor Codefs] or 0k
Clck IGMORE to Select Al
™ Include Mulls Cancel
™ Mot |=E'II'J-3| j [grore
X || 111111111 Help
Select Al =
Remoyve
v

Y ou can select a specific Contract # or select “Ignore” for al Contracts for the Funds
from which you wish to retrieve data
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Then you wait for it to retrieve the dataand...

TA DA —you have your report....
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CONTRACT/AGREEMENT HISTORY SUMMARY REPORT BY CONTRACT
FISCAL YEAR: 2002 FISCAL MONTH: JUNE

Contract Number: 50511410005

Fund: 01 SALARIES AND EXPENSES

Division: 36 MIDWEST AREA

Location: 3655000 MADISON, WISCONSIN

Vendor Code: 391725341 A Vendor Name: BALESTRIERI ENVIRONMENTAL
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Just a reminder in building reports of any kind.....scroll to the bottom
to ensure you have retrieved all pages BEFORE you start printing. If
you just look at the # of pages at the beginning of a report and start
printing before it finishes building it, the # of pages may reflect quite a
few less than what the report actually is. Always look at the final # of
pages before you opt to print. You can always re-process the report to
restrict the data you retrieve and then print.
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